State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Student Assistant (E&A) 1403-4871-900 50045909 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/FloodSAFE Program Management Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R11

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Eric Koch Principal Engineer, W.R.
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 06/24/11

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY:

In a trainee capacity and under close supervision of the FloodSAFE Program Management Office
Chief, the Student Assistant (E&A) will monitor bond accountability and reporting activities
between Division offices to ensure the programs and projects funded by Proposition 1E and
Proposition 84 are adhering to bond laws and are in accordance with Executive Order S-02-07.

ESSENTIAL FUNCTIONS:

This position requires the incumbent to work cooperatively with others, maintain regular,
consistent, predictable attendance, and exercise good judgment. The specific duties are as
follows:

40% Assist in the preparation of periodic bond program expenditure reports for transmission to the
Bond Accountability Office and Resource Agency. Assist in the compilation of financial
information for DFM to submit to Department of Finance and the State Legislature. Assist in the
preparation of the annual audited financial statements and quarterly interim financial statements
for DFM. Assist in the review of FloodSAFE program expenditure reports required for the Bond
Accountability database and Resource Agency website to confirm accuracy of FloodSAFE program
funding and engineering project data. May deliver time sensitive documents to headquarters.

30% Assist in monitoring the cost object structure to ensure expenditures are appropriately tracked and
reported as required by the Executive Order S-02-07. Assist with synchronizing and verifying
existing program and project data prior to transfer into DWR Bond Management System.

30% Assist Supervising Engineers in the FloodSAFE Program Management Office with detailed program
reporting activities to ensure that bond expenditures and program documentation are consistent
and in accordance with FloodSAFE goals, objectives, and management directives.

SPECIAL REQUIREMENTS
Possession of a valid California drivers license is required.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Eric Koch >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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Assist in the preparation of periodic bond program expenditure reports for transmission to the Bond Accountability Office and Resource Agency.  Assist in the compilation of financial information for DFM to submit to Department of Finance and the State Legislature.  Assist in the preparation of the annual audited financial statements and quarterly interim financial statements for DFM.  Assist in the review of FloodSAFE program expenditure reports required for the Bond Accountability database and Resource Agency website to confirm accuracy of FloodSAFE program funding and engineering project data.  May deliver time sensitive documents to headquarters.
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